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PROPOSED TAX IEGISLATION
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action this week.

Poderal workers pay 6.5 parcent 3f their salary for retirement
mommmmm'smmumwuumw
on the smount in excess of 3 percent, #ith s $200 ceiling on comtri-
butions which could be deducted. FRallroed workers slso would get a
special tax bdresk from the bill, '

mmtmwmun,mnmwn
the Treasury of about $100 sillice in asnual revenus.
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FUBLICATIONS BOARD

A survey mads last summer of Organization publicstions found room
for improvemsnts in formas, the possibility of reduscing the muder of
publications, snd s need for better coordimation. The Tepcart proposed
centralized control of serial documents circulated outsids sy one of
the Organisation's three major components. It recommnded estoadlish-
mnt of & board with suthority tc “review, coordinste, coatrol, impeove,
end systematize” Organizetion publications.

The Divector sppeoved this recommendstion, and on 3 March of this o
year & hesdquarters regulstion wes published prescribing the composition . : ..,
snd functions of the Publicetions Board. The board is cosposed of o
chatrman and tvo members. It {s cancerned primerily vith the mxre
formal aspects of publications, such as proper idemtificetion and sttri-
tution, adherence to existing directives dividing responsibility for
sudject matter, svoidance of wnnecessary duplicsticm, and proper format.

Each chief of a major component remmins responsible for the guality of
content and the editorial excellence of his publications. Certatn
publications, such as the Organizstion's regulations and notices, and
others coasidered purely sdministrative or operstional, are excluded
from the board's responsibilities.

Up to the present, the bosrd has besn engaged principally in deter-
mining Just wvhat Organisation publications now exist, and what are their teres
of veferemce, their control systems, and their eiremlation. A "oomgre-
hensive tentative list” was ciradated for comment snd correction; en
aﬁmmmummmm«mmm
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Personnel officers from the headquerters offices, staffs, and
divisicns of the Organization met for & two-dsy conference on 9 and
10 June. The conference convened at » site several miles from the
headquarters ares in order to permit the ceaferencs body to devote
its full sttention to the topics on the agendz. Participznts re~
mained at the site overaight.

The agenda was divided inte three msjor psrts, each considered
in terms of its direct rei#tionship to the Organization: persomnel
management, personnel prectices, and personnel problems.

The conference body, aft.ef mesting together for the first por~
tion of the agenda, separated into mllar discussion groups. Guest
speakers prasented specific items under the three major portions of
the program and led discussion poriods by the groups after the
presentations., ”

Topics explored by the grouns were the structure of personnel
administration in the Orgsnization, carmir planning and development,
the Carser Council, cospetitive prowotions, the flitness rsport, train-
ing, mampower utilization, and communications.

In addition to the adove, the positioé of the Orgenizatien in the
Federal structure was explained and discusaed.

spproximately 75 persons attended the conference, all of whom
have an immediate responsibility in the personnel mansgemsnt program
] of the Organization.

Future conferences will be held at least annually.

T_his document is part of an Integrated
me.. If separatad from the file it must be
2?‘. subjected 1o individual systematic review.
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PAY

On July 15 the President sent to Comgross a message outlining
bis propossl for a comprehensive :iudy of the coepensation of
Pederal employees. He asked Congress to create 2 commission 2o under-
teke the study, and 2 bill was introduced in the House on July 17
for this purpose. The Administretion is optimistic over the pos-
sibilitles for congressiomel approval of the propesal, vhich was dis-
cussed informally with coagressional leaders before submission.

The President's proposal calls for a 1%-man commission, to be
composed of four members of the Senate, four members of the House,
threo members of the executive branch, three representing the seblice,
and 2 cbeimn.. The chairman and these from the executive brench
and the public would be appointed by the President. One of the
Presidential appointees is expected to be an employea leader.

In Bis message to Congress, the President sasld that debotes in
Congruss on the recent Postal and Classified Pay Bills had emphasized
the problems inherent in a system which depended for the most part on
the legisletive process for the periodic adjustment of salary schedules.
He pointed out thet the salaries of most white-collar weorkers hed,
over the past 10 years, been adjusted on the average of once every
2 1/2 years. By contrast, blue-collar workers hod sveraged ons ad-
Justment annuslly. As a result, he ezid, supervisors in some e:tahQ

lisdmmnte were receiving less

This document Is part of an Tniograted
file. If separated from the file it must be
subjected to individual systematic reviews
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woney thayn their blue-collar subordiomtes,

The FPrasident eslied attention to the fact that it had been more
than 30  years since & comprehsncive review of Pederal sompensation
had been made, During that periocd, he seid, the size and complexity
of the Covernment had incressed enomuously. He noted that thers were
aow at lesgt 77T different pay plens in the executive branash 2jione snd
that there were more than 300 difsrent statutes bearing on the pay
Of Federal emplovees. |

In outlining the commission's ephere of study the President am-
phasized bis desire for recomrendations ss to the criteria to be
folloved {n creating & sound besic compensation structure and in detérm n-
ing the actual sslarie:z to be pafl under the basiec strugtwmre) the methods
o be employed ipn making sslary adjustments without lspairing tae bhesic
structure; the criteris to be foliowed in determining whether, in »
partisular case, a special pay system 1s needed; the criteria to ve
followad ip esteablishing souwsd relstionships between svstems, botueen
the compensstion of career employees and that of elected and apoointed
offlicials, and between salaries peld in the three branches of Coe
Soverament; and the feaslbility and advisability of increaced siministretivd
authority to fix and adjust salsries, and the means of exercisiag such
aunthority,

The Admindistration®s view sermz to be t‘hu‘t.pi‘meaml legiszisuion o
the past three decsdes, although m‘e@mp}mhi‘m tenporary and oacrovwly
defined objectives, bLes greatly cuppliceted and greatly distoried what
were, at their inception, fundamentally sound sslary structures. ‘Tae
Administration reportedily considers the following to be some o7 the '\\
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1. Higher salaries for executives. In his message to Congress
the Prasident said that the rilgidity of the pay of top Governueat of-
ficlals had had the effect of depressing the saslaries of careor em-
ployess in the wpper grades. The Adainistration feels thst Congress
had already indicated its recognition of this problem by recently la-
cressing substantially the psy of the top-ranking military officers.

2. 1Ia sddition to the regular periodic step-ipcreases, the
| sdministration desires im-grede promotions ss rewards for proficiency.
ﬂ They view the step-incresse as a device to recognize the exparience
‘vihich naturslly comes with service but fesel that it is a simple
:u&ity that from s given period of service some employees will
profit mors than others im terma of lacreased ability.

3. The Administration desires to see above-minimum rates of pay
4!0: sbove~aversge people.

4. Each grade prometion, in the Administration’s view, should
result in at least the equivaleat of two step-incresses. #t present
the minimum 1s the equivalent of One step-increasa.

5. In sddition to the sbowe, liberalization of longevity stop-
increases is slso sought. '

~ The President’s outline of the proposed comnission's work
clossly follows the recommendations of the report of the Cabinet
stegping committee headed by the Under Secretery of Labor. That
committee recently finished its work and reported to the President.
The committee recommended Presidential authority te fix and sdjust
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vedepsl salaries: a new pay scale, keyed T pation-wide industrisl levels;

snd "mesntngful® vey differences betwesn grades andl wider ranges within

f crades, with edvancament on werii as we il aa' 513 o et ,
The President bas expressed the hope thet legislstion %o g gt |
‘ wis proposal would be enacted during the eurrent sesslon 0f Dongress. |
1‘ Whe eommizeion to be orested as a result ol such legislation would he

expected o complete 1ts work send to submit & report to the President
2 andt Copgress before Januvary 1, 1960, Pedersl employees will wateh with
| apeat Loterest the progress of the Adwinistration’s proposak.
}
%
i z
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RECORDS MANAGEMITT and SPACE PROBLEMS
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Two previous Supoort Bulletin apti.

tlss in this series navs dealt with
officlant filing methods, correct use
of filing supplies and aquipmant, and

the economy of Mulk storags for fnactive

records,

Iat's gow consider snother elsment

of the problen -paperwork, for today's

paperwork i3 tomorrow!s pecords.
FORMS

For examle, consider the forms you

are using. If thay were not dasgigned

and printad according to the {rganie
aation's forms standards they are
pecbably taking up 20 perceat o 4o per
file space than necessary, When did
you last review viur forms for
possible..,

ELIMINATIOR of CONSOLIDATION of
wmecessaxy foras, two or mors forms
soples of forus, or parts of forms,
or items on forms,

" " oy ‘__, \‘a
/ TMPROVEMENTS in  REFTNEMENIS in
- design and gize reproducticn,; disw

for more efficie tribution, and
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How about ths administrative reports
you either requirs or prepare? Have
you studisd them lately fore..

oDUFLICATION o o o Do they repeat or
overlap other reports?

+NONESSENTIALS o « Do thay include
extransous unrequired mstter?

oFRFQUFNCY & o o o Are their frequene
tles consistent with the nsed for
information?

JOUE DATES & & & o Do they avoid peak
workload periods and allow enough
preparstion tims » Tthout overtime?

JFORMAT 4 o 4 & o APe they officient
to transmit and use without added Y
correspendence or explanation?

DISTRIBUTION , o Are they sent to
o6 many people?

<

CPYRGHT

CORRE SPONDENCE

What about yowr correspondsnce? Apve
these "unnecessaries" common in your
office?

«UNNECESSARY OORRE SPONDENCEeas
The crestion of another mamorandum
or letter when an alternate eould Ths dosument is
be used, sush zs: fil>. i sapa;
Phons call or personal contact fhusied te
Routiag and Record Sheet

Approvgd For Rel%mwgﬁﬁ%ﬂ&gf?&& 00020(@%@?
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JUNNECESSAFY (OPIRS.es
Thowe extra couwrtesy or information
copies which ewrsate unnecessary
files in unintavested or marginally
concerned offices., Spedific, real.
istic oopy needs save file mpace
and pravaration time,

SURNECESSARY WOHDS 4o
Spendthrifts in words wasts file
gpace, Consider the formula:
Shortness, Simplieity, Sincerety,
“ and Strengthe Records Msnapement St r‘r .
hacdguarters can supply you with a help- '~
M1l booklet, Plain Letiars.

JUNNEBCRSSARY REWRITIS... .
Careful preparation and reviaw of
the first draft will eliminate une
neonssary redraftsy copies of which
invariably are filad in overcrowded
filas, ’

SPACE PROBLEM?
Do you have a space problsm? Cone

Fder it now in the light of your
anmwers to these questionsess

A0002000200
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Coples of the booklet Management
Tools=-Sc You Have A Spase E@Eim
Trom which Uhis serTss of articles was

taken, are avallable wio tha Hacords ’
Fanapement Ef.i,af‘f’) hesd gean tevgy

This document is part of an inlegrdteff
file, If separafod from the file it must b

SEGRET subjected to imlividual systematic Peviaw.
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SUGGESTIGN AWARDS .PROGRAM

Since the last Bupport Bulletin went to press, the Orgaaiszation
bas awarded $3,000 to twc employees who collaborsted in e suggestion
of significant value to owr activities. This 1s the second largest sward
in the history of the Organizatica. The lavgest was for $8,500  and
vas dssaribed in owr Septesbar-Octoder 1957 Support Bulletin.

Mmen;muﬂw,sﬁm&
the senicr officials of the Orgamization paid tridbute to them. The mward
winners were presented with Certificstes of Appreciation, their checks,
sad commendstion letters, copies of which have been placed in their
perscanel folders. |

The Deputy Director stressed that he and the Director arc extremely
intarested in the Buggestion Avards Program becawse it stimulates and
sacouragss ideas, the very core of owr business.

he Gairsan, Suggestioa Avards Committee commented that the legis-
lation creating the Federal Incemtive Awards Program permits recognition
and mards for significant suggestions made in the line of duty, when
such suggestions are 30 superior or meritorious &s to warruat special
recogaition. |

The Chelrman also stated that owr layger mimrds for the last twelve
momths total asarly $15,000, that a successful Buggsstion Awards Progrms
s our people sre thinking sbout work improvement, and that we cannot
ever have too much of this.

In addition to the §3,000 mmrd, sixteen employses received cash
lﬂﬁﬂlﬁﬂlhﬂﬂﬂﬁofﬁnpwdumwafhroﬂurswnpﬁﬁa34 Sone of thess

3
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mmmnﬁmmmmammmns of them may be
usesble in the resder’s office. If this proves trus, plasse inforn
the Executive Secretary of the Suggestion Awaxds Committee, because
the sdditionnl vee mey sntitle the original suggester to an additiomal
maxd.

A most significent suggestion ves the proposal that a brief of
references be typed under the text of a cable to further identify cebles
vhen the text is not self-explanatory. For this suggestion, the Commities
voted an sward of $450, to be secompanied by a Certificate of Appreciation
from the Dirsctor.
| Anvther suggester devised a mesns of using plastic tapes for certain
Wres of coommications traffic, vhich saved considerable msa-hours. BHe
ryeceived an sward of $160. The director of the suggester's office also
wrote & penorundun commendling this suggester on his ovarall good work,
proclaiming this suggestion s typical example of the interest and
initistive the suggester shows in the Organization.

Cns smplayee cbeervell that chart psper vas nesdlsssly being used
with the Brush Recorder in his office, and suggested that less expensive
adding-machine psper be substituted. This suggestion earned a $70 awerd.

$50 swards were made (o two suggesters for revisions in forme. One
Jroposed s change in the Jresent design of Form No. 240s, Courlers'
Cloasified Mall Reoceipt, to include perforstion om both perts of the
recsipt and carbon interlees of the two-part set. The other suggested
& change in Form No. 610w, Routing snd Recards Shest, to imclude: On
filing documents in permmaent case filse, destroy dack pink sheet, locator
cards, and abstract slipe.”
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Please remexber to advise the Executive Secretayy, Suggestion

Awerds Committee if muy of the avove suggestions are ussable la your

Coffice.

I This dooum
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HOW 70 NAKE A QOCD SPEECH WITHE MINDEN EFPCRT

According to & lesding expert, thepe are several shorteuts and simple
techniques that are helpful to perscus called upon to address larges groups.
"Ninlmum offort” is the term this expert uses to refer to such techaigues.

This "minimum effort” reguires & new spprosch to llstening tc other speakers,

sspecially those you know in sdvanos to be good.

But first, think back to the last spesch you heard, good or bed. Multiply,
m,mmamummuwmmwmnsm
by and for the spesker. Then estimate the aversge howrly salmy of those
resent end compute the cost of his words. If you believe time is money,
this mental arithmetic should reveal your responsibility to exert at least
& minimas effort the next time you are called ipon to apeak.

Watlle listening to a good speaker, listen as & critic. Note his scknov-
Isdgment of the imtroducticn. Does he have an essy manner which ensbles hinm
0 accept praise or flattery gracicusly! This 1s his first impression wpon
Ris listeners. Does he address the chair, recognize dignitaries st the
spesker's table, and, of course, the avdlence? Rightly or wrongly, listeners
interprot this practics as the mark of & professionsal. So thst's Minimum
Bffort fl.

His first sentence is his attempt to "hock” the interest of the andiemce.
Be it & question, a dramstic shocker, or a guotation, is 1t & sharp smough

This document is port of an In{ggra:aﬁ
/ file, If separated from the file it must be;

' subjectad to individual gvstematio revia‘mf :
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hook to agsure :s.nteres* hayond the'¥re mimite that normsl curiesit j ard eourbs & R
prevall? It ha'e a professional, it's one of the twoe sentencesg in hls speech
he has memorized {Minimum Effort #2),

Before ‘thia good speaker is far alonm, you'll know where he's going. If
the presentation is nontechnical, he will never rsad his remarks. Ieaning
or a crutch creates & limping performence more often than it cures ones. He
probably will refer to no more than a three by five card with £ bare outline
typed in caps. But 1f he uses statlistics he will refer 1o hls notes sven
if he knows them; 1t lends balievability.

1P he's presenting a techrdcal paper, yocu'll recogniz; hise ex'&:rv'::iﬁ;:mg
of the adapge, "Pirst you tell'em yodre gonna tell'sm; then you tell‘em: then
you telltem you told'em.” In this case, he'll proably be referriing o a
manuscript that 1s triple-spaced and in all capital letters so he can reed

easily and still maintaln occaslonal eye contact with individusle 4t the speaker &

teble, in the third row, and in the rear of the room (Minimum Effort #3).
Several of his key sentences will be underlinped sc he will be remianded to
remember proper voles inflection.

Also early in an expend’s speaech, you will reccgnize organization of facis.
Listenars assmﬁe that an orderly presentztlon reflacts an orderly wind., The
amateur can best achieve such orderliress by presenting his major points in
a "one, two, three' or "4, B, €' fashisn (Minimm Effort #4).

This sstixm}:iw&es patural gestures with the fingers and hands., Thus, one
of the professicnal's strong points--iis meaniﬁgful gestures--can be cmulated
with no effort.

A similar trick is the "planting' of phrases or sentences that ancourage
automatic voice inflection (Minfrum Effort #5). o one sanjoys listening to

This document is part of an infegrated
P file. If separated from the file Bt wmust hd
subjected to individual systematic revidvk
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5 WODEOnS . ’E‘mr.ks and velleys of the woice keep Llisteners sywake and lnerease
the odds they'll ba interested in what your're saying.

tever offer an apology for your efforts, no petter how humble you may
feel they are. If you don'*t apologize, your listensrs may not notice your
wasalmegses, Or, a8 one wag put i, “Naver apologize; your friends don’t
naed 1t dnd your enemies won't bellieve you anyway. "

. Tt besomes increasingly appsrent that some pregoration for a speech is
sapential, even for the amsteur, Advance asslstance by the progrem {tximim&m
shouid inelude information about the known circumstences which ean help the
“onee-in-a-whiler"” lomk Mhe a pro. Will a mierophone be used? Is it
Apsirable to bave copies of your speech available f“ur* distrivution? How much
time are you expected to use? {adnere to your schedule and you have at laast
the srotitude of the chairman and the sudience, Viclate 11 by talking too
iovg and you risk losing all.)

Mere are s few basic rules about speaking ’iﬂlis“.‘;h. ahould appear quive logiesl
4o the ones-in-a-while speaker, although some are violated surprisingly obten.

tme is bo builld wor -pietuves by using plenty of “for examples” (Minimum Effort
ay ¥ o

#5). A bit of casual reading of collections of ansodotes, similes, quotations,
wma will provide a mentsl stockpile of flexible toolg. And ;};fm’t WOLLY
about everyone in your audisnce baving “hesrd it before”, It's amazing to
};mm:“ﬁsssiomalss how wany times they can tell the same story to new asudiences
arl still get laughs i‘:mﬁ a4ll but & few who hear too wany speeches. A few

hasie stories in one's tool kit can be adapted to Iit the a.uﬁiwms;

This document Is part of an fnlegrated
file. M separated from the file 1t must ba
subjecied to indivigual systematic review,
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This brings up & point at vhis*h many smateurs are flustered. Too many
try o be funny with = Joke th It 1s +t0l4 only for the sake of 3 laugh.
Hunorous stories can fall Plat, , and many an amateur has been stunned beyond

composure by the ailence that ' sometines tells him it wasn't really so funr) .

Stories should be used only jﬁ 1lluatrate a point (Mininmm Effort #7). Then

if o leugh doesn't follow, nc bharm iz done, and chances are there is siient
internal appreciation of the clever way the point was driven home. Obviously,
the "l-get-n-laugh-every-iime" speaker will appropristely ilgnore this adwvice.

"Butterflies” in fhhe stomaich are nct bestricte;d t0 opea-ine=a-wnitors,

"Me pro's have them, too., Don't expect to lose them. Actors, figaters, and
public speskers simply learn to conmtrol them or live with then.

As with every effort, there must be s goal. The once-in-a-whiler must
adopt one rule of the pro if he is to be certain of having a conclueion with
swap, That rule 1s: memorize your conclusion (Minimum Effor: #£). That
insures & clﬂeaﬁ ﬁnish:‘" no rambling and stuttering as you search for any weak -
finish, such as "Thank you, " wvhich will let you sit down.

Ycu' may be glving an inspirational pitch in times of adversity. An '&ypmf—-‘
priste conclusion might be & suotation, "The world cares little sbout the
storms we'll encounter. But will we bring in the a;h.ip " Thea sit down.

This lends itself to meaningful spplause. You can make it easier for the

audience to applaud. If you would be a better-than-average-once-in-a-whiler,

review guickly the eight Minimum Effort aids.

If you went your ship to come in, you first must launch it.
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THE SPEAKER'S RILES OF TOBGUE
! L. Never apologize. Let them find you out.
i &i.s £. Be a hem, yes, but have meat in your speach, too.
| o | |
‘»1 %4, Plant phrases that necessitate gegtuares and plant phrases thit stipulate
‘ voice modulation.
1’;’ 4, ook at individuale in the audience and speak up, unless your're smbar-
}w ragsed by your lack of preparation and its 1nevitable consejuences.
| 5, Use plenty of illustrations und periods. Your lis*:'.eneré arentt wmuck
smartéar than you.
f 6. Don't thank an audience, unless they suffered politely. ’
; T Lesve'sm laughing or leave'em figbiing mad, vut leavean promptly and
B cleanly. When you've said your say, stop.
"\}
e ‘A."/'
% ‘1" "‘L’vf" '
j 4 (/ / o it
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for the Eational Nealth Ageneies sod for the Joint Crussde iacluding

CARE snd Cxusaide for Freedom.

The Organization contributed $22,507.99 to the bl&ml Bealth

Agenocies, making the sversge gift for esch contribdbutar $3.66,

™is

compares favorably with s Goverrmntwides swversge of $2.71 and exceeds

the average for all but cae of the major

dmpartasnts.

- Our douations of $9,619.30 to the Joimt Crusade represent an
sverage gift of $2.02, compared with a Government sverege of $1.31.
Orly one major depertment had a higher sversge per giver.

We will socn degin the 1958 United Givers Mund cempaign and
fully expect that we will maintsin owr high stendard of generveity

¢ such worthy emuses.
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SINPLIFYING THR ALLOTMENT SYSTEM

In saticipation of owr first cost-based hudget in fiscal year 1962,
the Grganization 1s placiag increasing smphasis on the use of cost date
for mpsgement jurposes. By fiscal yesr 1960, the Comptrolls: hopes to
have all operations on a cost basis.

In the adoption of cost-based budgeting principles, ome of our first
tasks vill be the develogment of an accounting system designed for cost
purposes, since the sdjustment of the existing system would not satis.
factorily ssrve owr purpcses. |

In the past, this Organization and other governmaent agencies could
not ha:ifféﬁé?tozznt classifications in their odbligatiocml accounting
systems, 50 & complex allotment structure wns developed in an attempt to

Operating Officials-
provide cost information to serve the management purposés of /- The

allctesnt system wvas intanded only to comtyol aveilable funde snd could
never be designed to provide mmgmment, on a simplified basis, with
faformation concerning the cwrrent use of rescurces.

The Buresu of the Budget, ip its bulletin “Improvesesnt of Piaemcial
ms.nmmuw, mkes this commest concerning
the recent lav requiring cost-based budgets and allotment simplificstion,

"yrese.allotments of funds should be made at the highest practi-

cable lavel, consistent with the requiresswmts of agency mmnege-

meat for control of cbligations, and any limitations on the

use of funds imposed Ny the cxecutive and legislative Yrmuches.

Ascounting processss other than allotments should be employed

wmnwu@wmzmwm
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e accurate budget forecasts can be mds wvhen thay are hased
on past experiance reflsoting the total use of resources; for exsmpls,
stocks drmam from inventory as well as the paymsnt of salaries. A
budget forecast based on current costs is more effective and undaratand.
able than one based on the use of cbligating authority, because the
latter reflacts both current and future costs, such &8 OCHTemRnt for
future delivery.

In soving toward s situation vhere allotments and costs serve their
Poper functions, the Orgsaigsation experimented with & simplified allot-
mnt system, supported by cost canter accounts, on & limited basis in
fiscal yesr 1958. The results were sufficiently bensficial to warrsot
extending the staplification pattern to all components of the Organiza-
tion in Tiscel yesr 1959.

™a pattern for 1959 is as follows:

VYouchered fiunds: ons allotment each for headguarters| |
25X1A [ | and overseas compoments of the first organizational level
under s Peputy Director.

Confidential funds:

1. Axuﬂluum:&n'um&z;mmﬁm&:ugﬂhdnﬁanaﬂhﬁnhﬁzn&hm»yum

25X1A

or dnvolying more than & fixed amount.
2. Allotwents by activity and country for overssas operstions.
25X1A 3. Allctmsuts for headguerters| land oversess for
all other operations of the first organisstional level under
& Deputy Directos.
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more detalled fnfoomation, cost oenter acoounts have been sstablished
for projects, activities, or organizstional elements below the allot-
ment lsvel. Although the 1959 pattern is still being refined, the
mmber of alictments bas alresdy been reduced over fifty perceat. The
change in allotmsnt structure must, of nscessity, be gradual to aamme
understending and t0 work out the cpermting peroblewms resulting from
the adjustments of the sywtem. |

The ultimete objective is to bave single sllotmmts for obligating
suthority for vouchered and confidential funds for the first organiza-
tional level under a Deputy Director, and as many cost center accounts
aAs managemmnt st all levels may find necessary for the paposss of
revieving performancs against planned snd approved operations. To
sxpedits the accomplishment of this objective, the Qrganiratiom is
sxparimuting vith single allotments for two major organizaticnal levels
in figen) yeoar 1959.

The top-level managament in the Organization believes that much
benefit will derive from reising the level of ohligating suthoarity to-
povide greater flaxibility in the use of Organization rescurces.
This will facilitste progrem pluming sod direction, and farnish to
Oparating Officizls the cost and obligation informmtion necessary to
eontrol snd eveluste dally cperstions.

BB LR-B-T
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| POLICY ACADEMY PROPOSED - .

" Avocrding 1o & recent Washington Dewagmper srticle, & few words spoken
by & United States Sssator two momths ago, slthough apparently sattracting
littls notice--seve among his ilmmediate sudience st gradustion ceresonies
wmwmammmmwmm
fertils soil.

' Indeed, his 1des is growving with such vigor ss to suggest that it
asy, before long, materialise into one of the most important yprojects in
Government since the dewm of the nuclesr-and-space age.

MMOFOSAL

It was on June 11 that Sen. Nenry N. Jackson (D., Wash.), mesring
the end of his forml address at the oollege, suggested the estsblishment
of an "Academy of Nstiomml Folicy,” vhose Jarpose would be to rally the
sstion's losrned talemts. As Sem. Jacksom explained:

"It comld relate owr seientific programs t0 the other fields of
nationmal policy, rethink existing ssmmptions, and glve nev directioms
to both scientific and political effort.”

Wyt Because, as the plan’'s sponsor pointed out, despite the fmct
thet & great dsal bas been done o mobilize scientific bratna far the
countay's bemefit in this eru of enormous challenges, thers is no
chaxnel aveilable to let the Qovernment benefit fyom the best talents
iz the humsnities and the soclal sciences.

B ted
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file. If separated from the fils it must b8

Approved For Release 2002/09|'o3 . CIA-RDP78-04724 ALW5S0 BB E veiemate ™% 25X 1




25%1
‘»
|

X1

Approved For Release 2002/09/03 : CIA-RDP78-04724A000200020010-1

I

Yot, he axphasized, "the most serious issues we now face lie in
the resin of science of man behsvior.”

&0 ha yroposed the establishment, "here in Washington, D. C.” of
an Academy of Nationmal Policy.

"Wkat I visualise,” he made clear, *hnmﬁﬁumd‘m
in the sciences . . . soclal sciences . . . humnities, {mcliding men
of Wrosd experience fyom Business, labor, and public affairs. These
B vould spend & yeur or two &t the Aoademy.”

RRACTION

st kind of soll has this seed fallem on?

s Brookings Institution, lssruiag of the plan, srrenged o dis-
mmmm-ummwmmﬁﬁthem‘
Both the Rockfeller Foundation and the Carnegie Pourdaticr asked to

bs supplied with further details.

Eigh officials in the Govermmsnt have been in touch with Sen. Jackson,
assuring him of their desixe to oxplore the mibject, becanse "they're
conseious,” as the Semator put it, "of the imadsquacy of Governmeat
Plaming. "

2
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SENIOR OFFICER SCEOOLS

Binetesn candidates vill be selected early this fall to attend the
1959-1960 sessions of the Defense Colleges, the Advance Jenagumnt Course
at Harvexd University, and the nev Senior Officers Cowrse of the Foreign
Service Imstitute. Alternates will also be selacted in case ciramstances
prevent the priccipals from attending or additional spaces in these
schools dDocoms avelladle.

Mach imterest is shown each year in the nomination and tae selection
of candidates to represent the Organisation in thess schools, since they
are in fact the personal represmtatives of the Direstor to these institu-
tions. Thas Career Council comsiders the candidstes submitted by the
 Deputy Directors and makes its recommendations to the Director, who
apyroves all persons to participate in the Senlor Officer Schools. The
system of selecting candidates for all these schools at the same time pats
sslaction on a competitive dasis. Candidates sxe chosen eqriy in the fall
for sessions scheduled the followlng year in oxder to allow more lesd
time feor individuals i will attend to mmke their plans sad for super-
visors to cbtalin replacements.

In selscting an Organlization repressntative to attend a senior steff
training school, perticular attention 1s given to the individusl's guali-
Tications, his current and possible futures assignments, and also to his
ability to comtribute to the particular program. RFerticipation in thise
high-lsvel training trosdens the individusl's perspective, develops his
potential, and helps to meke him an exsoutive of grester valus tc the

Organization.

1 This document is part of an integrated
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Since 1948,80 senior individuals in the Organization have attended
sespious of the Defense Collsges snd the Merverd Mansgement Course. It
uwthatarrawumbeﬂemmmtermm-
sentatives to have the benefit of participating in the training offeved
at the Semior Officer Schools.

E-E-C-R-B-2

This document is part of an infegrale. .
file. 1f separaied from the fite it musi; 25X 1

Approved For Release 2002/09/03 ; CIA-RDP78-04724A0085002lo gl svstematie T




X1

Approved For Ref®ase 2002/09/03 : CIA-RDP78-04724A000200020010-1

Tid&&!dL__

he Dirsctor has recently approved the esteblistment of es edditionsl
Omeaization sward, the Certificate of Marit with Bistinction, vitlch iz acoom-
peiied by an honcwacium that WMy vary between $200 and $5,000. This curtifi-
cats may be swmnded to sny pewen officially affiliated with the Cegeaizstion
for meritorious service or outstanding performsnce, whichk mmy ianclade nocept-
ance of hasard or unusual conditions beyond the ncomml reguirements of assigoed
duties. The honxowrium will be givam to all individusls to whos this avard is
snie unless the recipient is yrohibited Ly law from yeceiving additionml
compensetion.

The Caresr Councll felt there is s nesd in the Crganisation &a sa
additicoal cextifiomte with s flexible monetary smolumstt in oadar o permit
recogaition of cutstanding yerformance or serviece which is clearly sbove the
scope of the existing Certificate of Merit with the fiwmed homorarium of $100.
By the use of thase two certifiostes for recogeition of performsnce et differ-
eut levels, & 3erit as well as an honoy masrds program is established iz the
Organizstion. It is believed this will stismlate vider use of the existing
Cartificate of Marit for superiar pexrformemoe of duty st the junior level.

The Benor Awerds Domrd, nov renzaed the Bonor sad Mexit Awsrds Boerd,
will establish the criteris for gremting the nev cartificste and will recomssnd
0 the Director the amamnt of thw honorerive to be glven in each case. The
bosrd reviews all recommndstions for honor and merit mmxds and makes TeoOmRS-
dstions to the Director, who sggmoves each individual sward.
mmﬁww&mmrmm
sdxinistration of the Honor Avexds Program in the Orgmnisstion, will be revised
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The pew fithess reporting system for the Organisatioa will becoms
offective 1 January 1959. The nev form will de available ia the fisld
snd headguarters before that time.

The Fitness Report is contained in cme page with an attached
Instruetion Sheet, which eliminntes the meed for a hendbook. The pew
procehme fur sulmitting ansual reports provides for a schedule of due
dates which is based on grade lovels, replacing the old cycle based on
TOD dates. This system results in all iniividuals in the same grade
level being evalunted at the ssme time.

The foran snd procedures, which were developed by a task force
working under instructions from the Cereer Council and had its approwal,
commnt. . m:mtmmmmmmmmmsw
tions vere mads snd have been incorparated in the new form.

Every effort hes been made to develop sn effective fitaess report-

ing mechanism and it is hoped thet this mev aystem vill help in producing

§o04 perscmnel-evaluation information, which {s esssntial to msgemsnt
in our Crganisation.
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100G -TER TRALNING SCHEEDVLE PUBLISSEED

For those xho may wish to plan training for themselves o for
personnel under their supervision, the Office of Training has published
& list of scheduled courses covering the period from Septesber 1958
tarough June 1959. Arrengements for enrollment will be made through
the Registrer of the Office of Training.

3-E-C-R-E-T
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ANARDS GRAWTED POR LANJUAGE SXTLLS

In the last issue of the Bupport Bulletin, you resd of the

procedures for siministration of foreign lanpmge proficiency tests.
Entihusiass for the program contimms to grow. )Jany smployees who
ware wnadle to meet & scheduled date for & test in the first half of
the yeur sxre now arranging to be tested dwring this latter half.

Thizs fur this yoar ewerds for the sshievemsnt sud maintenance

Approved For Release 2

of foreign language skills have totalled approximstely $60,000. The
amounts of individusl svards have ranged fyom 8 lovw of $25 to &

high of $400.
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ths Administration Curveer Servics snd the other Career Services
smong the Support components have reached the stage in individval Cereer
Service 1dsntification, training, experience, and evaluation where it
is desiredls snd practicable to yrooeed in & wore formal manner tc:

8. Identify sod ssaign to senior Sugport positions sbroed
the best galified Sugport yersommel, in considerstion of the
requiremsnts of specific positions, regeadless of Caveer Bervice
Assiguations.

i MWW&WW&W,&Q
cos of the Support componants, of gmeralists wic casnot jofit-
wbly be sssigoed st & given time vithin the general administretive
fiald, or vho have demcastrated grester suitability for a specialty.

¢. Develop juntor-grede generalists through planned assigr-
mats in spgropriste Support components or by progression lnto the
emior general administrative positions.

AS & meana of sccomplishing the sbove, the following setions will
be taken:

& All general support or aiministrstive positions, 085-13 and
sbove, st hesdguarters spd in the field, will be considered rota-
ticosl positions which may be filled by mesbers of any of the
Support Career Serviees, snd those members of such serviees will
o identified who are cousidered qualified or potential candidates
for gesersl support duties (or s cosbination of specialties such
as the Cortifying-Administbstive Officer in some stations).

i This document Is part of an Integrated
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b. In all eases of completion of a tour of duty in the rota-
Mmimrmmeamm,
the proposed new sssignment vill be referred tc the Adninistration
Career Board for its recommesadation. These cases will includs
persons bolonging to the Bupport Administration (8A) Serviee plus
those persons dravn from the other Support Services. Normmlly
suchk cuses will result in the assigament of 8A personnel to
general adninisirative dutics at headquarters or oversess and the
meammwmmmuu. Bowever, all cases
will be carsfully reviewed in order to fnsuwre full consideration
of the special needs of sach component o Caresr Sexvice and to
insure profitadble snd sxpediticus assigoment in cases vhers the
parent component or {areer Service camnot pmovide timely assign-
ment. In such ceses, except vhere there is intent to changs the
onployes's long-tera caresr directicn, he will retain his sppro-
sriate Carver Service designation regardless of the componment or
Caresy Service tc which he is ssaigoed for & definite or
mwm

2. anmmmmxw
gualified generalists nov designated as "DA” (special sdministrative
poraconel in grades G3-11 and delow). Considering the isbalance
of field snd headgquarters positions in this categary, it will be
mm,mm,meMﬁnuwum
%o regular positions of the specialist services.

2

| 8-B-C-R-22
25*(1 Approved For Release 2032/09/03 : CIA-RDr78-04724A000200020010-1

4




Approved For Release 2002/09/03 : CIA-RDP78-04724A09_9200020010-1
8-8-C-R-B-T

25X1

The procedures to bs followed are:

s. Tésntification and assigament of mubers of specialist
services to ganeral support positions will be by action of the
Muizistration Caxesr Service sschanism including, bdut not
limited %o, nominations by the specialist services.

. Messsigommmnt of all employses from rotational sssigmmnts
will be by action of the Administration Career Bervice mechanism
in dirvecting assigusent either to another gemersl sugport position
or to one of the specialist Carwer Services for appropriste asaign-
mat by that servios.

It is anticipated that the mmber of "specialists” going into gemeral
Support positions and the mmber of "gemeraliste” going into the apecialist
services vill be mmll. Bowever; s more foemml method of selestion than
has sxisted in the pest is considered essantial o the contimued improve-
met of all the Support Services.

$-E-0-R-B-T
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